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JULY TRAINING CALENDAR

COURSE

LOCATION

DATE

TIME

Individual Development

Facilitating For Results

NJ-Room 3

Thur., July 10 Part I

9-1

NJ-Room 2

Thurs., July 31 Part II

9-1

NJ-Room 1

Mon., July 21

9-1

NJ-Room 1

Tues., July 8

9-12

Wed., July 16

9-12 or 1-4

Mon., July 28

9-12 or 1-4

Mon., July 14

1-4

Thurs., July 17

10-1

Wed., July 23

9-5

Thurs., July 24

9-12 or 1-4

Thurs., July 31

9-12 or 1-4

Human Resources Development Programs

Sexual Harassment\Legal Issues for nonsupervisory staff
Team Performance

Strengthening Day To Day Team Performance

NY-Mbr Conf Room

Computer Courses

Beginning Lotus for Windows

PDG *Midtown

PDG *Downtown

Fri., Aug 1

1-4

CPE Courses

AICPA’s Annual Auditing & Accounting
Update
Presented by Gary Hotckiss
Notes:
•

•

•
•

NY-Room F

Wed., July 2

9-5

Strengthening Day-to-Day Team Performance - If the dates above are not convenient please call Gabrielle Ulloa at X3831 for
other arrangements.
To register for any of the above courses, please call the Training Hotline at X6250 or via e-mail to Gabrielle Ulloa. You will
receive a confirmation a week prior to the class.
If you need assistance, please contact Gabrielle Ulloa at X3831.
Program descriptions are attached.
PDG is an offsite training facility. Their downtown location is at 90 William St in Manhattan between Maiden Lane &
John St. (16th floor) and the midtown location is at 545 Fifth Ave. (corner of 45th St).

TEAM PERFORMANCE PROGRAMS

STRENGTHENING DAY-TO-DAY TEAM PERFORMANCE
What is it?
This is a three hour session in which each member in your day-to-day team attend together. The objectives are:
* Develop strategies to support your team’s operating plan.
* Identify key elements for successful teamwork.
* Analyze your role-individually and as a team member in supporting the operating plan.
* Understand the Cycle of Conflict and how to manage conflict in teams.
* Assess your team’s development and progress to determine your team’s training and development goals.
Who should attend?
All AICPA teams.

Prerequisite: Team Operating Plan
INDIVIDUAL DEVELOPMENT

FACILITATING FOR RESULTS ( I and II)
What Is It?
This program is offered in a two part format (approx. 8 hours of total class time with sessions generally conducted one week
apart) designed to help participants lead effective, results-oriented meetings.
Part One focuses on:
Preparing participants for a focused meeting.
Encouraging diverse points of view from participants during the meeting.
Part Two covers:
Keeping the group focused and moving on assigned topics.
Making sure all action items are planned and assigned.
Who Should Attend?
This session was designed to develop and improve meeting leader/facilitator skills and offers valuable information for team
leaders and all team members who plan and facilitate committee meetings, member forums, or day-to-day meetings.
HUMAN RESOURCES DEVELOPMENT PROGRAMS

SEXUAL HARASSMENT AWARENESS/LEGAL ISSUES
The training session will provide each participant with a valuable and necessary overview of the laws affecting today’s employers,
managers and the work environment. Issues to be covered will include: identification of what is and isn’t discrimination under the law;
an understanding of the basic purpose of the Americans with Disabilities Act and the Family Medical Leave Act and an increased
awareness about what sexual harassment is and your responsibilities for preventing sexual harassment in the workplace.

Who Should Attend?
All employees without direct supervisory responsibility.
LEGAL ISSUES FOR MANAGERS
What Is It?
The training session will provide each participant with a valuable and necessary overview of the laws affecting today's
employers, managers and the work environment. Issues to be covered will include: an awareness of the legal limits placed on
employers and supervisors as it relates to their employees; identification of what is and isn't discrimination under the law; an
understanding of federal and state wage and hour laws, and an understanding of "reasonable accommodation" and when it is
appropriate or required for those with disabilities.

Who Should Attend?
Officers, Directors, Managers and Supervisors who supervise other staff members.

SEXUAL HARASSMENT AWARENESS TRAINING FOR MANAGERS
What Is It?
The training session will provide each participant with a valuable and necessary overview of the laws governing sexual harassment in
the workplace. Issues to be covered will include: legal definition and scope of sexual harassment; review of recent pending sexual
harassment cases; discussion of the intent of the accused versus the victim; how to avoid behavior that could be construed as sexual
harassment; how to successfully resolve complaints from subordinates alleging sexual harassment; types of reported sexual
harassment and potential consequences of sexual harassment for you as a manager, and for the Institute as an employer.

Who Should Attend?
Officers, Directors, Managers and Supervisors who supervise other staff.

COMPUTER COURSES

INTRODUCTION TO LOTUS 1-2-3 FOR WINDOWS - 2 DAY COURSE

Course Contents:
•
•
•
•
•
•
•

1-2-3 for Windows: A Time-Saving Business Tool
Introduction to the Spreadsheet
Auditing Your Spreadsheets
Printing Your Work
Introduction to Graphing
Information Management
Template Design

Prerequisites:
A good command of basic Windows functions. No previous experience in creating spreadsheets.
This course may be inappropriate if you are already an intermediate to advanced user of other versions of 1-2-3.

